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ABSTRACT 

Research which resulted in the development of the 
Specific Aptitude Test Battery for use in selecting inexperienced or 
untrained individuals for training as ward clerks is described. 
Occupational norms in terms of minimum qualifying scores for the 
aptitude measures which predict job performance were established. The 
General Aptitude Test Battery and a descriptive rating scale 
completed by supervisors were administered to 5 males and 180 females 
employed as ward clerks by various hospitals throughout the country. 
Final norms were derived on the basis of a comparison of the degree 
to which trial norms consisting of various combinations of aptitudes, 
at trial cutting scores, differentiated between 6a percent of the 
sample considered to be good workers and 36 percent considered to be 
poor workers. Cutting scores of 75 in general learning ability, 75 in 
numerical aptitude, 95 in clerical perception, and 85 in motor 
coordination provided the best standard of evaluation. Statistical 
data, names of hospitals participating, job description, and 
supervisor's rating seals are included. (SH) 
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T<".}s report describes the research which resulted In the develop- 
ment of the following Specific Aptitude Test Battery for use In 
selecting Inexperienced or untral.ied Individuals for training as 
Ward Clerks: 



APtltU<;<e,s, 

G - General Learning Ability 
N - Numerical Aptitude 
Q - Clerical Perception 
K - Motor Coordination 



Cutting Scorefi 

75 
75 
95 
85 



Five males and 180 females employed as Ward Clerks by various 
hospitals (see Appendix 1), A total of 86 were minority group mem- 
bers (81 Blacks, 1 American Indian, 2 Spanish Surnamed, 1 Oriental, 
1 French Canadian) and 99 were nonmlnorlty group members. The 
geoKraphIc distribution Is shown In Table 1, 

TABLE 1 

Geographic Distribution 



Non- 

Minorltv minority States 



North 
South 

West 
Total 



22 
86 



30 
32 

Ji 

99 



Illinois, Massachusetts, 
Minnesota, Rhode Island 
Alabama, Georgia, Louisiana, 
North Carolina, Oklahoma, 
South Carol Ina 
Alaska, California, Oregon 



Crlterloni 

Supervisory ratings, Criterion data were collected In 1973. 

■P,eslfi,n: 

Concurrent (test and criterion data were collected at approximately 
the same time). 

Concurrent Validitvi 

Phi coefficient for total sample « .27 (P/2 < .0005) 
Phi coefficient for minority subsample « .27 (P/2 < .01) 
Phi coefficient for the Black subsample « .25 (P/2 < .025) 
Phi coefficient for nonmlnorlty subsample «s .21 (P/2 < . 025) 
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Effect tvept><^g of Battery for Total Sample: 
For the total sample^ of the nontest-sel ected Individ- 
uals used for this study were In the high criterion group; If they 
had been test-selected 12% would have been In the high criterion 
group. 36^ of the nontest-selected Individuals used for this 
study were In the low criterion group; If they had been test- 
selected 2Z% would have been In the low criterion group. The ef- 
fectiveness of the battery Is shown In Table 2. 

TABLE 2 

Effectiveness of Battery for Total Sample 
yti;hout Tests With Tests , 

High Criterion W 72% 

Group 

Low Criterion 36?, 28!'^ 

Group 

Comparison Minority and M nnmlnorltv Group?! 

No differential validity for this battery was found. 

The difference between the phi coefficients for minority and non- 
mlnorlty group members Is not statistically significant (CR = .U7). 
The battery Is fair to minority group members^ since the proportion 
of minority group members who met the cutting scores approximated the 
proportion who were In the high criterion group; SSfj of the minority 
group members met the cutting scores and 58!^ were In the high 
criterion group. 

The difference between phi coefficients for Black nnd nonmlnorlty 
groups Is not statistically significant (CR » .32). The battery 
Is fair to Blacks since the proportion of Blacks who met the cut- 
ting scores approximated the proportion who were In the high cri- 
terion group; 53fi of the Blacks met the cutting scores and 58?5 
were In the high criterion group. 



JOB ANALYSIS 

A job analysis was performed by observation of the workers* per- 
formance on the job and In consultation with the workers' super- 
visors. On the basis of the job analysis^ the job description 
shown In Appendix 3 was prepared which was used to (1) select an 
experimental sample of v^/orkers who were performing the jt>b duties; 

(2) choose an appropriate criterion or measure of job performance; 

(3) determine which aptl^-udes are critical^ Important^ or Irrele- 
vant to job performance (see Tables 3 a 7); and ih) provide Infor- 
mation on the applicability of the test battery resulting from 

gpj(- thls research. 
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Qual t tati ve Anal ysi s 
Based on the job analysis^ the aptitudes Indicated appear 
to be Important to the work performed 



Aptitude 
G - General Learning Ability 



V - Verbal AptI tude 



N - Numerical Aptitude 



Q - Clerical Perception 



Rationale 

Required to make Independent judg- 
ments regardInK task priorities; to 
integrate and interpret informational 
and situational data and promptly 
respond to these inputs. 

Must read physician's notes and 
nurse's summaries^ complete charts 
and requisitions/ and communicate 
with callers^ patients and staff; 
and accurately record or relay 
verbal materl al . 

Required to maintain inventory and 
order sufficient supplies and drugs 
to maintain full stock. 

Required to quickly and accurately 
check and post information on 
charts* 



EXPERIMENTAL TEST BATTERY 
All 12 tests of the GATB^ B-1002B were administered during 1973. 

CRITERION 

The Immediate supervisor rated each worker. Two ratings were 
obtained from each supervisor with an Interval of two weeks be- 
tween the ratings. The ratings were obtained by means of personal 
visits of State test development analysts who explained the rat- 
ing procedure to the supervisors. Since sample member's test 
scores are conf Idential^ supervisors were not aware of the Individ- 
ual's test performance at the time the ratings were completed. 
It was not possible to determine If minorities were rated higher 
than nonml norl t les when rated by a minority supervisor since only 
three nonmlnorlty group members were rated by minority group raters. 

A descriptive rating scale was used. The scale (see Appendix 2) 
consists of 6 Items. Five of these I terns cover different aspects 
of job performance. The sixth I tern Is a global Item on the Ward 
Clerk's "all-around" ability. Each I tern has five alternatives 
corresponding to different degrees of job proficiency. For the 
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purpose of scoring the Items^ weights of 1 to 5 were assigned to 
the responses. The total score on the rating scale Is the sum of 
the weights for the six Items. The possible range for each rating 
Is 5-30. 



A review of the Job description Indicated that the subjects 
covered by the rating scale were directly related to Im- 
portant aspects of job performance: 

A. Amount of work: High productivity Is essential In maintaining 
up-to-date medical records as an aid to Insuring the well-being 
of the patient* 

B. Quality of work: Appropriate validation and recording of data 
must be accompl i shed/ and proper response must be made to phone 
queries and request for directions. 

C. Accuracy of work: Accuracy of record malntalnance Is essential 
to the well-being of the patient. 

D. Knowledge of work: A knowledge of systems and procedures Is 
essential to adequate function. 

E. Variety of job duties performed: Must be able to cope with a 
wide range of functions. 

F. "All-around" ability: The Ward Clerk's value to the employer 
involves a combination of the aspects of job performance listed 
above. 



A reliability coefficient of .78 was obtained between the initial 
ratings and the re-ratlngS/ indicating a significant relationship. 
Therefore/ the final criterion score consists of the combined scores 
of the two ratings. The possible range for the final criterion Is 
12-60. The relationship between the criterion and age^ education 
and Job experience Is shown In Table U. 
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TABLE U 

Means/ Standard Deviations (SO) and Pearson 
Product -Moment Correlations with the Criterion (r) for 
Age/ Education and Experience 



Total Sample 


Mean 


Mean Non- 


Mfijaa ^ £ 




niln<?rf tY 


33.7 11.5 .020 


29.8 


36.9 


12.5 1.2 -.OGl 


12.6 


12. I| 


37.6 <»1.2 .088 


30.1 


(»1.9 



A^e (years) 
Education (years) 
Experience (months 
on current job) 

Criterion means^ standard deviations and ranges are shown in 
Table 5 for the total sample and for the Black and nonmlnority 
subsamples . 



TABLE 5 



Criterion Means, Standard Deviations and Ranges 

Total Black Nonmlnority 
latnOlg Sgpipig Sample 

Mean i»5.2 kk.S 1*5.9 

Standard Deviation 8.3 7.6 8.5 

Uange 22-60 2U-60 22-60 

About one-third of the workers are considered to be marginal 
workers. Therefore, the criterion distribution was dichoto- 
mized so as to include as close as possible to one-third of the 
sample in the low criterion group and the remainder In the high 
criterion group. The criterion cutting score was set at kl which 
places 36?; in the low criterion group and Bk'4 In the high cri- 
terion group. It was not possible to place precisely one-third 
of the workers In the low criterion group because of the nature 
of the criterion distribution. 



SAMPLE 



The sample consisted of 180 females and 5 males employed as Ward 
Clerks in various hospitals In Alabama, Alaska, California, Georgia, 
Illinois, Louisiana, Massachusetts, Minnesota, North Carol Ina, 
Oklahoma, Oregon, Rhode Island and South Carolina (see Appendix 1). 
A total of 86 were minority group members (81 Blacks, 1 American 
Indian, 2 Spanish Surnamed, 1 Oriental and 1 French Canadian) and 
99 were nonmlnority group members. The means and standiird devia- 
tions for age, education and experience of sample members are shown 
In Table k. Pre-employment tests (Wonderllc Personnel Test or 
State merit examination) had been given to a small proportion of 
the sample; the remainder of the sample was nontest-selected. All 
workers had been employed at least one month in a job whose duties 
Q^re similar to those found in the job description In Appendix 3. 
ERIC 
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STATISTICAL RESULTS 



TABLE G 

Statistical Results for Total Sample 

N«185 







Aptf tuds. 


Mean 


SB. 


Ranee 


L 


G 




General Learni ng Abi li ty 


93.1 


17.1 


60-146 


.209** 


V 




Verbal Aptitude 


98.8 


16.3 


70-141 


.197** 


N 




Numerical Aptitude 


92.0 


17.3 


51-144 


.211** 


S 




Spatial Aptitude 


gt».2 


18.1 


61-137 


.110 


P 




Form Perception 


105.1 


18.6 


57-152 


.180* 


Q 




Clerical Perception 


113. l» 


16.1 


66-157 


.240** 


K 


«i 


Motor Coordination 


109.4 


14.2 


62-144 


.202** 


F 




Finger Dexterity 


94.7 


21.8 


42-170 


.043 


M 




Manual Dexterity 


98.7 


23.9 


13-163 


.026 



♦Significant at tlie .05 level 
**Signif icant at tlie .01 level 

TABLE 6a 

Statistical Results for Black Subsample 

Ns81 







APtitu<;le 


Mean 






Jl 


G 




General Learning Ability 


82.7 


12.2 


60-115 


.143 


V 




Verbal Aptitude 


89.0 


11.7 


70-129 


.167 


N 




Numerical Aptitude 


84.5 


15.2 


52-127 


.125 


S 




Spatial Aptitude 


86.9 


13.5 


61-124 


-.004 


P 




Form Perception 


100.5 


15.6 


67-134 


.143 


Q 




Clerical Perception 


108.3 


16.5. 


66-153 


.256* 


K 




Motor Coordination 


108.1 


13.6 


74-144 


.218 


F 




Finger Dexterity 


92.8 


18.3 


56-141 


-.124 


M 




Manual Dexterity 


93.9 


19.6 


54-151 


.061 






♦Significant at the .05 


level 
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statistical Results for Nonminority Subsample 









NsQ9 












Ai^tXtude 








£ 


G 


- 


General Learning Abi 1 i ty 


101.5 


16.2 


63-1U6 


.210* 


V 




Verbal Aptitude . 


107.2 


15.1 


Ik'lkl 


.171 


N 




Numerical Aotitude 


Q7. ft 


Ifi 7 
Xu » f 


iti -1 fill 




S 




Spatial Aptitude 


99.7 


19.2 


61-137 


.153 


P 




Form Perception 


108.2 


19. i» 


57-152 


.181 


Q 




Clerical Perception 


117.6 


11*. 7 


8U-157 


.177 


K 




Motor Coordination 


110.6 


1U.7 


62-11*2 


.128 


F 




Finger Dexterity 


96. i» 


2i».0 


l»2-170 


.096 


M 




Manual Dexterity 


102.8 


26.2 


13-163 


-.019 






♦Significant at the .05 


level 









Table 7 summarizes the qualitative analyses and statistical re- 
sults shown in Tables 3 and 6 and shows the aptitudes considered 
for inclusion in the battery. 

TABLE 7 

Summary of Qualitative and Quantitative Data for Total Sample 



Apt i tudes 



Type of Evidence 


G 


V 


N 


S P 


Q 


K F M 


"Critical" on Basis 
of Job Anal ysi s 


"Important" on BasLs 
of Job Analysis 


X 


X 


X 




X 




"Irrelevant" on Basis 
of Job Analysis 


Relatively High 
Mean 








X 


X 


X 


Relatively Low Standard, 
Deviation 












X 


Significant Correlation 
with Criterion 


X 


X 


X 


X 


X 


X 


Aptitudes Considered for 
Inclusion In the Battery 


G 


V 


N 


P 


Q 


K 
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The Information In Table 7 indicates that the following aptitudes 
should be considered for Inclusion In the battery: V. N. P. Q 
and K. The objective Is to develop a battery of 2. 3 or ^ aPtl; 
tudes with cutting scores set at ^^IVf-Po'^ti^tervas at the point 
(a) where about the same percent wlU meet the cutt ng scores as 
the percent placed In the high criterion group and (b) which will 
maximize the relationship between the battery and the criter on. 
The cutting scores are set at approximately one standard devia- 
tion below the mean aptitude scores of the sample, with deviations 
above or below these points to achieve the objectives Indicated 
above. 

The following battery resulted: 

Aptitudes Cutting ?<?Qrgs 

G - General Learning Ability 75 

N - Numerical Aptitude 75 

Q - Clerical Perception 95 

K - Motor Coordination 85 

VALIDITY OF BATTERY 
TABLE 8 

Validity of Battery for Total Sample 

Below Meeting 
{;^ ^t ^»ng Scores Cutting Scores T<?ta.l. 

High Criterion 2k 9k 118 

Low Criterion 31 36 67 

Group 

Total 55 130 185 

Phi coefficient = .27 
Significance level « P/2 < .0005 

TABLE 8a 

Validity of Battery for Minority Subsample 

Below Meeting 
Cutting Scores Cutting Scores Tota.l. 

High Criterion 17 33 50 

Group 

Low Criterion 22 l^* 36 

Group , , ... 

Total 39 '♦7 8b 

Phi coefficient » .27 
Y^. Significance level » P/2 < .01 
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TABLE 8b 

Validity of Battery for Black Subsample 

Below Meeting 
Cutting Scpres Cutting Scores Tota l 

High Criterion 17 30 k7 

Group 

Low Criterion 21 13 3'» 

Group 

Total 38 l»3 81 

Phi coefficient « .25 
Significance level s p/2 < .025 

TABLE 8c 

Validity of Battery for Nonmlnorlty Subsample 

Below Meeting 
Glutting ?<?QreS Cutting Scores Total 

High Criterion 7 61 68 

Group 

Low Criterion 9 22 31 

Group 

Total 16 85 99 

Phi coefficient « .21 (Yates* corrected) 
Significance level " P/2 < .025 

OCCUPATIONAL APTITUDE PATTERN 

This occupation was Incorporated Into OAP-17 In Section II of the 
1970 edition of the Manual for the USES General Aptitude Test 
Battery with a double asterisk (**) because the battery did not 
contain the same aptitudes as Included In OAP-17 but a significant 
phi coefficient was obtained between the criterion and OAP-17 cut- 
ting scores of V-90^ and Q-IOO. A phi coefficient of .15 
(P/2 < .025) was obtained. 

APPLICABILITY OF BATTERY 

The aptitude test battery may be used to select inexperienced 
applicants for the job described in Appendix 3. 
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HOSPITALS CONTRIBUTING SAMPLES 

1. Cobb Memorial Hospital/ Phenlx City/ Alabama 

2. East End Memorial Hospital/ Birmingham/ Alabama 

3. Good Samaritan Hospital « Selma/ Alabama 
k. Mobile General Hospital/ Mobile/ Alabama 

5. St. Vincent Hospital/ Birmingham/ Alabama 

6. Alaska Native Health Area Hospital/ Anchorage/ Alaska 

7. Hospital of the Good Samaritan/ Los Angeles/ California 

8. Kaiser Hospital/ Panorama City/ California 

9. Martin Luther King General Hospital/ Los Angeles/ Cdlifornia 

10. Central State Hospital/ Mit ledgevi 1 16/ Georgia 

11. Michael Reese Hospital/ ChscagO/ Illinois 

12. Charity Hospital of Louisiana/ New Orleans/ Louisiana 

13. Earl K. Long Memorial Hospital/ Baton Rouge/ Louisiana 

14. Boston City Hospital/ Boston/ Massachusetts 

15. St. John's Hospital/ St. Paul/ Minnesota 

16. Rex Hospital/ Raleigh/ North Carolina 

17. Sampson County Memorial Hospital/ Clinton/ North Carolina 

18. Scotland Memorial Hospital/ Laurinburg/ North Carolina 

19. Mercy Hospital/ Oklahoma City/ Oklahoma 

20. Salem Hospital/ Salem/ Oregon 

21. U. S. Veterans Administration Hospital/ Roseburg/ Oregon 

22. Mi riam Hospital / Providence/ Rhode Island 

23. Rhode Island Hospital/ Providence/ Rhode Island 
2k, St. Joseph's Hospital/ Providence/ Rhode Island 

25. Providence Hospital/ Columbia/ South Carolina 

26. South Carolina Baptist Hospital/ Columbia/ South Carolina 
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DESCRIPTIVE RATING SCALE 

SCORE, 

RATING SCALE FOR . 



D.O.T. Title and Code 



Directions: Please read the "SuggesUons to Raters" and then nu in the items whlth foUow. In making your 
ratings, only one box sliould be checked for each question. ' 

SUGGESTIONS TO RATERS 

If "5!!?^? *? "uf performance of the people who work for you. These ratings will serve as 
a yardstick against which we can compare the test scores in this study. The ratings must give a tnie picture 

jiMibfe fo7e?ch w?/kef ^ ''"^ *° moTt aSate ratings 

These rattags are strictly confidential and won't affect your workers in any way. Neither the ratings nor 

hJS" R^f.n^/"'*"^^" '*r°*'?u*° "^y^C^y ''°'"V'»"y- ^« «e interested only "esSng 
the tests. Ratings are needed only for those workers who are In the test study. * 

Workers who have not completed their training period, or who have not been on the job or under your 
wtmision long enough for you to know how well they can perform this work should not be rated, 
nease Inform the test technician about this if you are asked to rate any such workers. 

Complete the last question only if the worker is no longer on the job. 

In making ratings, don't let genera) iiriprtssions or some outstanding trait affecJ your judgment. Try to 
SrhKSJt hSj y"Su: ""^^ °" perfonnS. ire Me some more 

t Please read sl\ directions and the rating scale thoroughly before rating. 

2. For eaih r.ucftion compare your workers with •'workers-in^eneral" in this job. That is, compare your 
workers wiU, other workers on this job that you have known. This is very important iii snSfi plants 
where there are only a few workers. We want the ratings to be based on the same standard in aU the plants. 

3. A suggested method li to rate all workers on one question at a time. The questions ask about different 
abilities of the workers. A worker may be good In one ability and poor in another: for example, a very 
slow worker may be accurate. So rate all workers on the first question, then rate all workers on the second 
question, and so on. 

^' mtvt !^^JJ1?^^^^1^ T'^'y improve a worker's skill. However, one worker with six months' experience 
may be a better worker than anotfier with six years' experience. Don't rate one worker as poorer than 
another merely because of a lesser amount of experience. *^ 

^' Si^Sf "l"!!!! u.'!""? *° '^''y *'»''f.,^51? « P«''*>^ *>^' several v aeks or months. Don't 

I!1J^" S" °{ "I** 8°°^ """y' °' «*«y °' wme single Incideat. Think in terms of 

each worker s usual or typical performance. 

6. Rate only the abilities listed on the rating she6t. Dc not let factors such as cooperativeness. ability to 
get along with others, promptness and honesty Influenfce your ratings. Althotih these aspects of a worker 
are important, they are of no value for this study as a •Vwdstick" gainst wS to coSraptituX 

t6St SCor6Si 
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SEX* MALE. 



FEMALE. 



Company Job Title: 



How often do you see this wotket 
in a work situation? 

□ Alt the time. 

□ Several times a day. 

□ Several times a week. 

□ Seldom. 



How long have you worked with this worker? 

□ Under one month. 

□ One to two months. 

□ Three to five months* 

□ Six months or more. 



A. How much can this worker get done? (Worker's lUillty to make efficient use of time and to work at high speed.) 
' (If it rpossiWe to rate only the quantU> of work wKlch a person can do on this job as adequate or inadequate, 

us»- #2 to indicate "inadequate" and #>? to indicate "adequate.' ) 

□ 1. Capablft of very low work output. Can perform only at an unsatisfactory pace. 

□ 2. Capable of low work output. Can perform at a slow pace. 

□ 3. Capable of fair work output. Can perform at an acceptable pace. 

□ 4. Capable of high work output. Can perform at a fast pace. 

□ 5. Capable of very high work output. Can perform at an unusually fast pace. 

B. How good is the quality of work? (Worker's abUity to do high-grade work which meets quality standards.) 

□ 1. Performance is inferior and almost never meets minimum quality standards. 

□ 2. Performance is usually acceptable but somewhat inferior in quality. 

□ 3. Performance is acceptable but usually not superior in quality. 

□ 4. Performance is usually superior in quality. 

□ 5. Performance is almost always of the lU^est quality. 

C. How accurate is the work? (Worker's ability to avoid making mistakes.) 

□ 1. Makes very many mistakes. Work needs constant checking. 

□ 2 . Makes frequent mistakes. Work needs more checking than is desirable . 

□ 3. Makes mistakes occasionally. Work needs only normal checking. 
D 4. Makes few mistakes. Work seldom needs checking. 

□ 5. Rarely makes a mistake. Work almost never needs checking. 
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D. How much does the worker know sbout the job? (Worker*s understandirig of the principles, equipment, materials 
and methods that have to do dlrecdy or indirectly with the work.) 

□ 1. Has very limited knowledge. Does not know enough to do the job adequately. 

□ 2. Has little knowledge. Knows enough to get by. 

□ 3, Has moderate amount of knowledge. Knows enough to do fair work. 

□ 4. Has broad knowledge. Knows enough to do good work. 

□ S. Has complete knowledge. Knows thejob thoroughly. 



E. 



How large a variety of job duties can the worker perform efficiently? (Worker*s ability to handle several different 
operations.) 



□ 1. Cannot perform different operations adequately. 

□ 2. Can perform a limited number of different operations efficiently. 

□ 3. Can perform several different operations with reasonable efficiency. 

□ 4. Can perform many different operations efficiently. 

□ S. Can perform an unusually large variety of different operations efficiently. 

F. Considering all the factors already rated, and only these factors, how good is this worker? (Worker's aU*around 
abttity to do thejob.) 

□ 1« Performance usually not acceptable. 

□ 2. Performance somewhat inferior. 

□ 3. A fairly proficient worker. 

□ 4. Performance usually superior. 

□ S. An unusually competent worker. 

Complete the following ONLY if the worker is no longer on the job. 

G. What do you think is the reason this person left the job? (It is not necessary to show the official reason if you 
feel that there is another reason, as thit form will not be shown to anybody in the company.) 

□ 1. Fired because of inability to do the job. s 

□ 2. Qulti and I feel that it was because of difficulty doing the job. 

□ 3. Fired or laid off for reasons other than ability to do the job (i.e., absenteeism* reduction in force), 
n 4. Quit, and I feel the reason for quitting was not related to ability to do the job. 

n S. (}uit or m% promoted or reassigned because the worker had learned the job well and wanted to advance. 



COMPANY OR ORGANIZATION 



TITLE 



LOCATION {Cih, 8iaU, ZtP Codit 



DATE 



MA7«66 
Apf. 1993 
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APPENDIX 3 

S-239R7i» 

JOB DESCRIPTION 
Ward Clerk (medical ser.) 213.388 

Job Summary i 

Performs a variety of clerical duties such as ordering supplies. 
^Tiil "^'''J'r' S^"**?^ Keeps medical supply 

llrlT. Tr'i^r.l'^ ^"^ maintains perpetual Inventory on all supplies. 
Directs doctors and visitors to rooms and patients. 

k/ork PerfnrmpH? 

♦Checks charts and keeps them up to date by posting Information 
such as temperature, pulse and respiration from doIto?s? noies? 
nurses' summaries and laboratory reports. 

^I?!!^''1^''®!u^^^,^"'' periodic diet orders from Information 
relayed to the floor. 

Answers telephone and Intercom, and relays messages. 

♦Maintains ful'l stock of all drugs and supplies; orders medical 
supplies and various forms from pharmacy and stock room. 

Sends transfer and discharge records to office. 

Sornin/Sn/i*^!!^ Sterilized supplies and Instrument sets each 
morning and returns Instruments each evening. 

Meets new admissions and escorts them to their room. 

Delivers mall and makes telephone calls for patients. 

Directs doctors and visitors to rooms and patients. 

♦These job duties were designated as critical since they must be 
performed competently If the job Is to be performed In a satis- 
factory manner. Ward Clerks spend from 50-70^0? their wo?kne 
hours every day performing these duties. worKing 
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